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PLEASE NOTE:  This document has been updated to 
reflect the Seattle department name change from DPD 
to SDCI.  Although the text in the document reflects 
the change, the screenshots still contain the DPD 
reference. 

 

Changing SDCI Project Portal Account Settings 

Your contact information, password, and email notification preferences can be changed by clicking My 

Account.  

 

Changing Your Linked Contact 

1. Click My Account in the top right corner of the SDCI Portal.  

2. To change the SDCI contact record associated with your account, click I want to choose a different 

contact.  
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3. To find a SDCI contact record, enter your first or last name or business name and click Find.  

  

Search for your name even if you don’t think you have a contact record—you’ll have the opportunity 

to create a new record if one doesn’t exist.  

 

4. If you find a record that matches your information, select the check box next to it and click Continue 

button.  

  

If you want to search again, click on the Previous button at the bottom of the page.  

 

 If you didn’t find an existing record, click on the Create New button.  

 

5. Enter your information, making sure to complete all the fields marked with an asterisk (*) and click on 

the Save & Continue button.  

   

IMPORTANT:  Please do not fill in the LICENSED CONTRACTOR information unless you are an 
ELECTRICAL contractor.  Filling in these fields will result in your permit information being incorrectly 
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Changing Your Contact Information  

1. Click My Account in the top right corner of the SDCI Portal.  

 

 

 

 

2. Click the Update contact details link. 

   

 

3. Make the changes and click Save.  
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Using My Contacts 

My Contacts allows you to save a list of your most frequently used contacts, making it easy for you to 

select them as co-applicants when creating electronic applications. Adding contacts to this list allow lets 

you track projects on which they are applicants.  

1. Under My Contacts, click Add or remove contacts.  

 

2. Enter the first and last name or business name and click Find.  

 

3. Select the check boxes next to the contacts you want and click Add.  
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Changing Logon E-Mail Address and Password  

1. Under My Account, click Change e-mail address or Change password.  

 

2. To change your logon email, type your current and new email address in the field provided and click 

OK.  

 

3. To change your password, type your e-mail address and click Send. You will receive an e-mail with 

further instructions.  

 

Changing Your E-Mail Notifications  

1. Click Change notification option under E-Mail Notifications.  

 

2. If you want to receive email notification when events occur on your projects, select the E-mail me 

check box. To discontinue notification, clear the check box.  

  

3. Click Save. 


